Transparencyin Government Act Reporting Agency Instructions for
Total Payments and Total Obligations Validation

Overview/Background

In support of the Transparency in Government Act (TIGA) as it pertains to Senate Bill 300/389 (SB300/389), the
State Accounting Office (SAO) will continue to provide a process to allow agencies to extract financial data files
from the TeamWorks Financial system. The agencies will in turn review, adjust (if needed), and submit these
extract files to the Department of Audits and Accounts (DOAA).

This financial data is compiled into two categories:

1. Total Payments (Fiscal Year 2021, all Budget Periods)
(Twofiles extracted, controltotals and detail data)

2. Total Obligations (Budget Period 2021)
(Twofiles extracted, controltotals and detail data)

The TeamWorks pages to obtain the files will be available to the agencies by September 13, 2021.

Data Elements relevant to both Payments and Obligations files:

Data contained in the Payments and Obligations extracts will reflect dataforthe 2021 Reporting Year/Fiscal
Year.

SAO was requested by DOAA to provide the data by the nine-digit FEI/TIN associated with the vendor. Ifthe
vendor used on a transaction did not have a nine-digit number listed in the TIN field, then the vendor
numberwas used to identify the total obligations and total payments dataforthe vendor. If the Single

Pay Vendorwas used on a transaction, then a special identifier, ‘SPVYXXXXXX’ (where XXXXXX is an auto-
numbered sequence based on the specificvendoridentifiedon the transaction) was created to identify the
total obligations and total payments dataforthe vendor.

Ifa vendorhasa TIN (vendoris established with eitheran FEl or SSN) and EID (vendoris established with an
Employee ID), the EID will be reported onthe extract for the FEI# information. The agency should review
this information to determine if the payment made should be reported as the FEI/TIN value orthe EID value.
In making this determination, the agency should consider whether or not at the time the funds were
obligated or paid, if the vendor was an employee or contractor. If the vendoris deemed to be an employee,
the FEI # should be reported as the EID. If the vendoris deemed to be a contractor, the FEI # should be
reported as the appropriate FEI #.

If there is an attached entity associated with a primary business unitidentified by Fund, Program or
Department, then the attached entity should be submitted separately from the primary business unit (e.g.,
agency 981 is attached to Business Unit 42800 and should be submitted separately to the DOAA submission
website for Payments and Obligations). Specificqueries have been created forthe total obligations and
total payments datato be separated based on the appropriate chartfield identifier.



For example, Business unit 42800 will extract a separate file from TeamWorks based on the program codes
associated with entity 981 (e.g., 0971001, etc.) for Payments and Obligations. The files for entity 981
Payments and Obligations should then be uploaded separately from the primary 42800 business unit.

Data Elementsrelevantto the Paymentsfile:

Payments account criteria will include accounts 150000 through 159999 (prepaid and inventories) and all
accounts 500000 and above excluding 705001, 723001, 723004, and 729004 (these exclusionsdeal with
tuitions, right of ways, and easements). “Payment Amounts” to be included in the extract are those with a
“Payment Date” in TeamWorks of 7/1/2020 through 6/30/2021. There are no restrictions on Budget Year
for payments.

Voids and reissues will be included only if the “Cancelled Date” or “Payment Date” per TeamWorks is
between 7/1/2020and 6/30/2021. Activity reflecting negative numbers and zero dollars will be included
in the extract. The agencies should determine if zero-dollar payments should be excludedfromthe
summarized information thatis reported to DOAA. Forexample, the zero-dollar paymentis for
adjustments relatedto the account chartfield it would be appropriate to leave both the positive and
negative amountsin the file.

The paymentinformation is segregated by Federal, State, and Other Funding sources within the payment
extract criteria. Transactionsfunded with a federal funding source willbe noted on the extract with an
“FE” identifierin the Funding Source field. If the funding source is State or Otherthe Funding Source field
will be the value of “SO”

Salary and Benefitinformationisincluded in the Payments extract and is now displayed as the actual

accountvalue. FEI # 0of 111111111 is used forsalary accounts and the number 222222222 is used for
benefits accounts. Summary totals will be shown for salary accounts (accounts 501000-513999) and

benefits accounts (accounts 514000-597999) in the extract file.

Example Payment File based on Payment Date: (data file submitted would not include
headers)

Entity | Reporting FEI # Vendor Name Payment SCOA Code| Funding
Code Fiscal Year Amount Source
404 2021 XXXXX7895 Name of 51,000.00 614026 FE
Vendorl
404 2021 XXXXX6789 Name of 25.55 614003 SO
Vendor2
404 2021 XXXXX7891 Name of 80,000.00 616001 SO
Vendor3
404 2021 XXXXX5678 Name of 10,102.45 651001 FE
Vendor4

Example of a Unique Record
12 paymentsto GA Power coming from the same funding source and SCOA would be one payment.



Data Elements relevant to the Obligationsfile:

“Obligation Amounts” to be included in the extractare those with a 2021 “Budget Period” in TeamWorks. The
“Budget Period” will be derived using the Budget Date and/or the Budget Ref field on the respective
transactions. Obligations account criteria will include all accounts 500000 and above excluding 705001,
723001, 723004, and 729004 (these exclusions deal with tuitions, right of ways, and easements).

Examples of the file layouts are noted below. The headings will not appearin the extractfiles obtained
from TeamWorks.

Example Obligation File based on Budget Year: (data file submitted would notinclude
headers)

Entity Fiscal FEIl # Vendor Name Obligation Amt
Code Year

404 2021 IXXXXX6789 Name of Vendorl 51,000.00
404 2021 IXXXXX6789 Name of Vendor2 250.78
404 2021 XXXXX5591 Name of Vendor3 80,000.00
404 2021 IXXXXX6892 Name of Vendor4 4750.00
404 2021 XXXXX8838 Name of Vendor5 1,000.25
404 2021 XXXXX3906 Name of Vendor6 65.93

Example of a Unique Record

All obligation activity for a vendor with a unique FEI#/Vendor Name combination would be one line.
Obtaining the Extract Files

The SAO has created custom pages within the TeamWorks Financials system to allow the usersto extract
data for TIGA reporting directly. These files will produce CSV formatted files which the agencies may
review and modify if needed and upload to the DOAA submission website for Payments and Obligations. A
separate page has been created for each of the processes — Payments and Obligations. Both pages are
designedtoallow a separate file to be created by the Primary Business Unit if they have attached agencies
to reportonalso.

Each process, Payments and Obligations, will produce two CSV formatted files. One file will be for the
control total and one will be for the summarized vendorinformation. If data in the summarizedfileis
modified which changes the total, then the total on the control total file should be updated to reflect the
changesalso. Both the summarized detailand the controltotal CSV files should be uploaded tothe DOAA
submission website for Payments and Obligations.

Details are provided below regarding each of the pages. Please be sure the appropriate request for
obtaining security access to these pages has been completed beforeattemptingto run the process.



Validation Queries

Queries are available to help facilitate the validation of data files to TeamWorks:
1. The 0APO031 queriesallow the user to validate the total dollar amount and individual vendor
amounts for the Total Payments data.

2. The 0AP032 queries allow the userto validate the total dollar amountand individual vendor
amounts forthe Total Obligations data.

The query results from each of these queries may be modified to obtain varying views of the data (i.e., by
Federal Employer Identification (FEI) number/TaxIdentification Number (TIN) or by Vendor Number).

While these queries are provided to help facilitate the verification of the data contained in the extract file,
the agency may use othersources (i.e., GG reports, other AP queries, etc.) to verify the totals reflected in
the extract file.

0APO031 Queries:

Viewer

ner any nformabon you have and cliick Search. Leave Batds blank for a kst of all values

‘Search By [QueryName  v| beging with 0APO3!
Search Advanced Search

Search Results

*Folder View |~ All Folders —
Query Personaize | Find | View Al | {3 | First 4 1-160f16 » Last

Runto Runto Runto Add to
Query Name Descrption Owner  Folder HIML  Excel XML Favorites

0APOI1AT_PAY_NON_SNGPYVND TIGA Pymts Non Sngpay Vnd  Pubiic HTML Excel XML Schedule  Lookup References  Favorite

TIGA Pymis Non Sngpay
Vnd_UM

TIGA Pymis Non Sngpay Vnd
Canl

TIGA Pymis Non Sngpay Vnd
Canc

0APOMBI_PAY_NCN_SNGPYVND_XTIN TIGA Pymt NoSngpay xTIN_  Pubic Excel XML Schedule Lookup References Favorite

Schodule Definitional References

0APO31AT_PAY_NON_SNGPYVND_UM Publc HTML Excel XML Schedule Lookup References Favonte

OAPO31A2_PAY_NCN_SNOPYVND Pubic Excel XML  Schedule Lookup References Favorte

0APO31A2_PAY_NON_SNGPYVND_UM Pubic Excel XML  Schedule Lookup References Favorite

0APO31B1_PAY_NO_SNGVND_XTIN_um T1OR YL Hasngoay Pubic Excel XML Schedul  LookupReferances  Favorte

0APO31B2_PAY_NON_SNGPYVND_XTIN TIGA Pymis Vind xTIN Concel Publc Excol XML Schedulk  Lookup Referonces  Favorite

0APO31B2_PAY_NO_SNGVND_XTIN_UM I’T‘,‘: Z’,j"‘{,”;s"”“ Publc Excel XML Schedule  Lookup References  Favorite
0APO31C1_PAY_SINGLPAY_VNDRS  TIGA Pymis SngPay Vendors  Pubiic Excol XML Schedule  Lookup Referances  Favorite
TIGA Pymis SngPay
Vendors_UM

TIGA Pymts SngPay Vendors
Canc

0AP031C2_PAY_SINGLPAY_VNDR_UM é’g’c‘ "3’,’:’ SngPay Vndor b pc Excel XML Schedule  Lookup Refarences  Favorite

0APO31CY_PAY_SINGLPAY_VNDR_UM Pubic Excel XML Schedule Lookup Referonces Favoute

0APO31C2_PAY_SINGLPAY_VNDRS Pubkc Excel XML Schedule Lookup Referances Favorite

0APO31D_PAY_SALARIES TIGA Pymis Sataries Publc Excel XML Schedule Lookup Referonces Favorte
0APOI1E_PAY_BENEFITS TIGA Pymts Benefits Pubkc Excol XML  Scheduk Lookup Referonces Favotite
0APO31F_ACCRUED_PAYROLL TIGA Accrued Payroll Publc Excol XML  Scheduk Lookup Referances Favorite
O0APO31F_BENEFITS_PAYABLE TIGA Benefils Payable Pubic Excel XML Schedule Lookup References Favorite




0AP032 Queries:

duery Viewer
Ender any information you hase and click Search. Leave fields blank for a kst of all values
*Search BY [Query Name ¥ baging with NAPQEZ
ity | eapltiia” wig i
L___Search | agvanced Search
Search Results
*Fodder View |— Al Foldars — b
Query Personalize | Find | View All | (21 | B2 First 4 1-9of9 (b Last
T - Eni Fumto Runto Runto - - Audd ta
Chsery Mami Daescriphion Owmaer  Fobder HTML  Excel XML  Sohedubt Definitioned Reterences oo o
QAPOI2A_CBL_PO_TOTAL_AMT TIGA Obbg PO Amount Public HTML Excal XML  Scheduls Leakup Referances Favorie
0APOE2A_DBL_PO_TOTAL_AMT_UM TIGA Obkg PO Ampunt_LIM Public HTML Excal XML Scheduls Lookup Referances Favarnte
QAPOIZE_CBL_PO_TOT_AMT_XTIN TIGA Oblig PO Amounl sTIN - Public HTML Excal XKL Schstuhe Lodkup Refininc Favarile
T e e
0APOIZE_OBL_PO_TOT_XTIN_UM e P Public HTML Excel XML Schedule  Lookup References  Favorie
X N U
QAFPDIZC_OBEL_MNPO_VCHRS TIGA Obbg Mon-PO Voucher  Public HTML Excel XML  Schedule Lookup Referances Favornie
T A bon-Biy
QAPOI2C_OBL_NPO_VCHRS_UM h‘c;::-‘l";:::ll?'?d 0 Public HTML Excel XML Schedule Leakup References Favarie
QAPOIZD_OBL_NPO_VCHRS_XTIN 'rbrﬁ Dbbg Man-FO Voucher Fublic HTML Excal XML Scheduls Leakup Referances Favaorie
ATIN
) THGA Obl NonPO Vehr «Tik
OAPOIZD_OBL_NPO_VCHRS_XTIN_Uk I"L?"n PO Vehr <TIN Public HTML Excal XML Scheduls Leokup Referances Favarite
_u
QAPOIZE_OBL_SINGLPAY_VMNDRS TIGA Oblg Sngpay Vendars  Public HTML Excel XML  Schedule Leakup References Favorfie

NOTE: Due to the size and volume of data being extracted from the system, itis recommendedthat the
extract file process be scheduled to run during non-peak business hours. The process can be run online after
peak hours (7 PMto 6 AM) or it can be setto run at 10:59 PM as is done with the GG report. This is
accomplished by updating the “Run Time” on the Process Scheduler Request page at the time the processis
run.

If the processis schedule torun at 10:59 PM, the files may be reviewed the next day viathe navigation: People
Tools = Process Scheduler = Process Monitor. Search for processes forthe prior day underthe UserID
underwhich the processwas run. Lookfor the process runat 10:59 PM on the designated date.

The remainder of this document identifies the various stepsrequired to facilitate extraction of data for review
and submission to the DOAA for Transparency in Government Act (TIGA) reporting of payments and
obligations. You should perform these samesteps on all 4 files.



Navigation: Custom Accounts Payable = TIGA Reporting = Total Payments Extract

ler any information you have and dick Search. Leave fields blank for a list of all values.

 Find an Existing Value c

w Search Criteria

Search by: Run Control 1D begins with |
[Jcase Sensitive

Search ]Mf:ﬂdSeam

ind an Existing Value | Add a New Value

Process Scheduler Request

User 1D JRAHMAMN Run Control 1D Payment_Extract

Server Name | PSUNX ~| Run Date 06/01/2020 I
Recurrence | v]  munTime[i0sa0oPm | | Resettc Curent DateTime
Time Zone | e
Process List
Select Description Process Name Process Type *Typa
SB300 Total Payments Extract APSS161X SOR Report [Web  ~|[POF

*Format Distribution
W | Distribution




OR
Navigation: Custom Accounts Payable = TIGA Reporting = Total Obligations Extract

Total Obligations Extract

Run Contral ID Payment_Extract Report Manager Process Monitor

Reporting Year: | 2021

Business Unit

Business Unit: 41800 @,  Prosecuting Attnys Counc of GA

Save ||[@* Retum fo Search || Previousin List  |d] Mextin List Lk Add || FH Update/Display

NOTE: Ifyou do not have access to these paths available, you will need torequest greater security access by
submitting SAO Online Security form.

Add new run control by navigating to the Add a New Value tab. Add Run ControlID and click the Add button.



< Total Payments Extract

otal Payments Extract

Find an Existing Value Add a New Value

un Control ID|TIGA_Rptg_Payments

isting Value | Add a New Value

NOTE: Spacesshould notbe used in creating the Run Control ID or an error message will display

when attemptingto runthe process.

The Total Payments Extract Run Control page appears.

Total Payments Extract

Run Contrel ID Payment_Extract Repart Manager

Reporting Year: 21}21|

Business Unit

Business Unit: 41800 q p:mu"ng MWE Cguru; of G,ﬁ.

[a)Save | [Gh Retumto Search | ] PreviousinlList 4] Mextin List

Process Manitor

b Add | F] Update/Display




If an agency only has a Primary Business Unit, only the Fiscal Year and Business Unit fields will appear on the
page. If an agency also has attached business units, then more fields will be displayed. You will needtorun
the process separately for each attached business unit as well as the primary business unit.

Total Obligations Extract |

Run Control ID' Fayment_Extract Report Manager Process Monitor

Extract Request Parameters

Reporting Year: = 2021

Business Unit

Business Unit: 40200 @ agriculture, Dept of

Run Extract for Attached Agency Attached Agency:| 91900

Save [Gh Retumn to Search | 0] Previous inList | ] Nextin List Eh Add || A Update/Display

Once this appropriate datais populated, click the Run button. The Process Scheduler Request page will
appear.

Process Scheduler Request

User iD JRAHMAN Run Control ID Total_Rptg_Payments

Server Name [ vl Run Date |06/01/2020 I
Recurrence | ~|  RunTime 1212-19FM ] Reset to Curent Date/Time
Time Zone o,

Process List
Select  Description Process Name Process Type “Type *Format Distribution

SB300 Total Payments Extract APSE161X SOR Report [Wep  w|[FDF___ ~| Distribution




Click the dropdown menu onthe Server Namefield and select the “PSUNX" server.

Process Scheduler Regquest

UserID JRAHMAN Run Control ID Total_Rptg_Payments

Server Name | PSUNX w Run Date |06/01/2020 I

Recurrence w Run Time [12:12:19PM ' Reset 1o Current Date/Time

Time Zone Q

Process List
Select Description Process Name Proccas Type *Type *Format Distribution

SB300 Total Payments Extract APSB161X SQR Report |[wab  +|[PDF | Distripution

NOTE: Processshould be run during non-peak hours orscheduled for 10:59 PM. See Page 5 for navigation
to retrieve datafiles the next day.

Once the Server Name is populated, click the OK button.
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Total Payments Extract |

Run Control ID Total_Rptg_Payments Report Manager Process Monitor m
Process Instance 51743567

Reporting Year: | 2020

Business Unit

Business Unit: 40700 Q_  state Accounting Office

The system will navigate back to the Run Control page and the Process Instance will be displayed.

Click the Process Monitor link to obtain the datafile results. The Process List is displayed.

View Procoss Requaest For

User ID JRAHMAN @ Type | w| [Last ~|
Server - Maime Q, Instance From Instance To
Run Status b Disfribution Status l bl Save On Hefresh

Process List Personalize | Find | Wiew Al | (21| First (4 10f1 (k. Last

Select instance  Seq. Process Type actt®  Usar Fun Date/Time Run Status o Mo Detaite

S1T42587 SQR Report APSEIEIX JRAMMAN 06012020 1215 47TPM EDT Succss Posbad Diatails

Note: Before attempting to obtain the data file, please ensure the Run Status is “Success” and the
Distribution Statusis “Posted”. If both statuses are correct, the Details link should be clicked. Click on the
Refresh button to update the statuses, if necessary.

The Process Detail page is displayed. Click on the View Log/Trace link to obtain the data file.
The View Log/Trace page is displayed.
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Process Detail

Process

Instance 51743567
Name APS8161X
Run Status Success

Run Control ID Total_Rptg_Payments
Location Server
Server PSUNX
Recurrence

Date/Time

Request Created On 06/01/2020 1215 58PM EDT
Run Anytime After 06/01/2020 12:1547PM EDT
Began Process At 05/01/2020 12:16 10PM EDT
Ended Process At 06/01/2020 12:16:27PM EDT

View Log/Trace

Report
Report 1D
Mame

Run Status

Process Instance
Process Type

18712066
APSB161X
Success
SB300 Total Payments Extract
Distribution Details
Distribution Node

File List
Hame

RepRPS

Control_Totals_for_Total_Payments_FY2020_BU407T_JUN- 24

01-2020-1216PM.csv
SQR_AFPS8161X_51743567 109

Total_FPayments_FY2020_BU407_JUN-01-2020-
1216PM.Csv

aps8161x_51743567.out

Distribute To
Distribution 1D Type

User

Return |

Expiration Date

Type SOQR Report

Descrniption SB300 Total Payments Extract
Distribution Status Posted

Update Process

Hold Request

Queue Request

Cancel Request
Cipetete Request

Re-send Content Restart Request

Actions

Parameters
Message Log
Batch Timings
View Log/Trace

51743567
S0OR Report

070172020

File Size (bytes) Datetime Created

06/01/2020 12:16:27 .47 3855PM
EDT

06/017/2020 12:16:27 .47 3855PM
EDT

06/01/2020 12:16:27 47 3855PM
EDT

06/01/2020 12:16:27 47 3855PM
EDT

1,989
19,484

2,080

You will notice thatthere are two CSV files that need to be saved. The Obligations extract process
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producestwo files and the Payments extract produces two files. You will need to save both files.

Right click on the file “Total Payments...csv” file and select the “Save As” option to save the summarized
data by Vendor.

Expiration Date 091772019

File Sipe (tytes] Datetime Created

_FY2019_BU4OT_SEP- 0032019 3:31:18. 302948PM
21 EDT

09032019 3:31:12.302948PM
EDT

1997

0032019 3:31:18.302948PM
EDT

aps8161x_49303311 out 2,080 gTwmm 3:31:18.302048PM
Distribute To

Distribution 1D Type

User

23,057
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The “Save As” dialog box will appear.

G Save A=

— ———————
g@sL_i » Oliver, Debranna » Downloads ~ [ %2 || Search Downiooas

| Organize - Mew folder H==

R = Name - Date modified Type
BP2017 tree tracking_04232015 - Shortcut 4,11,2016 10:57 AR Sheortcut
Teotal_Payrments_FY2016_BUS29_JUL-20-2... 7 20,2016 3:18 PR Picrosoft Ex

KK_Commitment
sqr

91-SARs
TeamWeorks Fina
Dashboard

Jeff - Instruction:
OneDrive - Georc
TREES

FY2016

n e
n e
"
W
W
W
=
i
e

File name: otal Payments FY2016 _BUS29 JUL-20-2016-0311 Pk (1)

Sawe as type: | Microsoft Excel Comma Separated Values File

= Hide Folders

apsB161x_40344596.out 2,107 Shzti=nns Sanar.reanazpi

Dristribute To
Distribution ID Type *Distribution 1D
User DOoOLMNWER

Selectthe location where the file should be saved, change the “Save as type” to “All Files” and add the csv
extension to the file name. Click “Save”.
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_ —
%’j » Oliver, Debranna » Downloads » ~ | %% || Search Downicaas =3

SS.DX_RUMN_APSS1G

Organize ~ Mew folder

“lr Faworites

Desktop
Downloads
Recent Places
KK_Cormmitrment
sqr

91 -SARs
TearmWorks Fina
Dashboard

Jeff - Instructions
OneDrive - Georg
TREES

EEMEEEEERER]

MName

] 8a8.tmp

T 12233603
160952022HFM_Mapping_Table_080511
18698429050G-Application-For-Employ...
[ AP ACCTG LINE

&) AR High Lewvel Data Flow Chart

[ AR_ARRE_STATUS

[FH] BP2017 tree tracking_04232015 - Shortcut
=] Copy of O

T CP575Motice_1445265240946 (1)

E CP575MNotice_1445265240946

=, [

Date modified

Fr20/2016 2:25 PM
12/31/2015 10:31 ...
2,/22/2016 3:39 PM
3/14/2016 3:25 PM
2/25/2016 9:39 AN
2/15/2016 10:22 AM
2/26/2016 12:02 Ph
4,/11,/72016 10:57 AM
4/26/2016 10:37 AM
12/2/2015 1:25 PM
12,/2/2015 1:25 PR

12 NS A-SA DRA
|

- £
Type S I
TP File
Adobe A
Microsofi
Microsof
SQL File
SINAG Fils
SQL File
Shortout
MMicrosofi
Adobe Ac
Adobe Ac

[ T——
&

Save as type: [All Files

(= Hide Folders

aps28161x_40344596.0ut

Distribute To
Distribution ID Type
User

2,107

*Distribution ID
DOLNWER

07/20/2016 3:11:47.769032FPM
EDT

To openthefile and keep the leading zeroes in the FEI # field, first open Excel.
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For Excel 2007 follow instructions from pages 13-15 and for instructions for Excel 365 follow instructions
on pages 16-19.

Select Data, select From Textand a dialog box will opento allow selection of file. Selectthe csv file saved
above.

NOTE: If youdo NOT follow these instructions, you will drop the leading zeroes from the employee
ID and othervalues.

Bookl - Microsoft Excel non-commercial use

Home  Inset  Pagelayout  Formuts:s  Dota | Remew  View “

5 - > > > ) connections =3 & Clea > Way RO @ o ¥3 shaw Detai
el g B il Wi (=2 a8 B3 &= 520 8 8 S
from  from From From Other Existing Retresh _ s Z| soe Fizer , 5 Tetto Remove ~ Data Consolidate ‘What-3t Group Ungroup Subtotsl
Access Web  Text Sources~  Connections Al - tdit Link A7 Advanced || Columns Duplicates Validation - Analysis - =
Get Extemal Data. Connections Sort & Fiter Oata Toois Outhine =
[ s ~ Qe = = = = = ="
A 8 c o E £ S H | J K L M N o P Q R s ‘.
3 : [ (&) import Text File T |
; Q\ ) [IF « JAN-MURRAY » Documents » v [ 49 || search »
= S .S —————
5 - —
6 Name Date modified  Type Size Tags
7 J. Jojos Fashion Show
8 I My Scans
g Symantac
10 s TurboTax
1 Year End Close 2 3
12 H0APO3I3A_SALARY_TRAVEL
13 HH0APO33A_SALARY_TRAVEL 5755(1)
14 ER0APOI3A_SALARY TRAVEL 40700
15 @ Office2007 TrialActvationKey
16 {ElTotal Payments F¥2010 BUAGT SEP-05:..0
17
18
19
20 Folders ~
21 P
2 Fle pame:  Total_Payments_FY2010_BU407_SEP0520 ~ [Tex Rles v
23 Took [ concal | I
M 4 » W Sheetl Sheet2 Shee 1]

Ready

Click the Import option. Continue instructions on page 20.
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Instructions for Excel 365:

Right click on the file “Total Payments...csv” file and select the “Save Target As” option to save the
summarized data by Vendor.

Expiration Date 081172019

File Size
[Dytes) Deatetume Created

fial_Obigations_FY2019_BUS04_AUG- ., OBZHZ019 1171516, 18906 1AM
EDT

08282019 11:15:15. 18906 1AM
EDT
CE2E2019 11-1516. 18906 1AM
EDT

206 QAZR2019 1121516189061 AM
EDT

1,987

17,74

The “Save As” dialog box will appear.
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2 Sevels
2 B > ThisPC > Desktop v &  Seatch Desitop
COrganze v New folder

& Documents Narne Date moddied Type

&= Pictures * B3 Total_Obligations_FY2019_BUSOS_AUG-2.. /2872019 11:41 AM  Microsoét Excel C
BUS0T00_Test B Tetal_Obligations_FY2013_BULOT V212018258 PM  Microsoft Excel C
BU41900_Prod 07 Tctal_Obligations_FY2019 BUSOT AUG-2.. 2222019206 AM  Microseft Excel C

| FSAR3379- AP Bank Reco B Total_Obligations_FY2013_BUSIS_AUG-2.. 272272013 119 AM  Microsoft Excel €
TIGA FY1S

@ OneDrive

B This PC
-3 30 Objects
B Desktop

Save astype  Microsoft Excel Comma Separated Values File

A Hade Folders

To openthefile and keep the leading zeroes in the FEI # field, first open Excel. For Excel 365, select Data,
select Existing Connectionsand a dialog box will open to allow selection of file.

NOTE: If youdo NOT follow these instructions, you will drop the leading zeroes from the employee
ID and othervalues.
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B B B B |

Click Browse for More option
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Earstang Conmections

EN Sedect Data Source
= 4 I > ThisPC > Desktop
Organize =  New folder

(@ Microsoft Excel

-~

Name

8 Copy of Copy of Combe Code 8/22/2019 11:33 AM  Microsoft Excel W...
Total_Obligetions Y2019 BUMOI AUG-2.. /222013 11:41 AM  Microsoft Bucel €.
B¢ Total_ Obligations_FY2015_ BU4GT BV 258PM  Microsolt Bacel C...
03 Total_Obligations_FY2019 BUMOT AUG-2.. 2222019 806 AM  Microscét Excel C...
B Total_Obligations_FY2019 BUST AUG-2.. 37282019 324PM  Microsoft Excel C._.
0 Total Obligations_FY2019 BU41S AUG-2.. S22/2015 1:19 AM  Microsoft Excel C...

@ OneDrve

= Windows (C)
gE—— s

| NewSource.

File name: | Total_ Obligeticns_FY2019_ BUOT AUG-28-2019-0320PM |  All Data Sources
Toos = | Open

Selectthe file saved above.
Click the Open option
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The Text Import Wizard will open. Selectthe defaulted “Delimited” optionin Step 1 of 3.

Home Inzert Page Layout Formutas Dat: Review View a X
S i e - - > [ = .
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From From From From Other | Existing Retresh Z| sort | Fmer . Textto  Remove Data  Consolidate Whatd  Group Ungroup Subtotal
Access Web  Tet Sources~ | Comnections || All- = Edi Lol 7 Advanced || Columns Duplicates Validation ~ Analysis ~ - =
Get External Data Cannections Sart & Fittar Data Tools Outling 5
[ Al % — | — ¥
= 5 K
- = = | TextImport Wizaed - Step 10 3 =] — = = = a = s i
1 ! The Text Wiizard has determned that your data is Delmitad,
2 1f this 15 comect, choose Next, or chocse the data type that best descrbes your data.
3 Orginal data type
L b= that best desaives your data:
5 - Characters such a5 commas or tabs separate each field.
[ - Fields are aigned in columns wth spaces between each field,
7
8 Startimportatrow: | 1 $1 File onign: 437 : CEM United States [v]
9
10
1 3
= Preview of file C:\Users\IAN-MURRAY. .. \Total_Payments_FY2010_BU407_SEP-05-2010-0730PM.csv,
13 7,2010, *130871586", I8N COREORATION", 42750.00, 661003, =
14 B CORPOPATION", $330.33, 652001,
BY CORPORATION™, 162857.00, B64001,
15 HARD ELECTRONICS CORPORATION™,114.7Z,€14003,
16 'SHARD ELECTRONICS CORPORATIONT,1611.00, 614013, =
7 . e ) '
= Cancel .
>
19 LR
20 — — — ——
21
22
23
4 4 » »| Sheetl  Shest2 Sheetd  7J L m
Reagy

Click “Next”.
Step 2 of 3 of the Text Import Wizard will appear.

Home Insert Page Layout Formulas x
3 3 3 \ ¢ ) ] W B L TRE R = Deta
[ S N i Lis 2] ) s | ZF5 2B = [k wy O R gy Sheee
From From From From Otner Ensting Refresh Fitter { Tetto  Remove  Data Consolidate Wnat-ir Group Ungroup Subtotal
Access Web  Text  Sources- | Connections an- 7 Advanced  Cojumns Duplicates Validation - Analysss - - >
Gat External Data Connec 3 Sort & Filter Data Toolh Outline -
| a1 - — =
| = | TextImport Wizard - Step 2 of 3 B T
A 8 c ™ N o P Q R s B
1 ! Ths screen lets you set the delmiters your data contains. You can see how your text s affected i the preview
2 below.
3 Delimiters
a4 v 1=b
5 | Semcolon T Teeat consequtive debmiters 38 one
: (- icomme) Text qualifier: |* [<]
8
9
10 Data preview k|
1
12
13 -
11 |
15
16 >
17 3
18
19 Ensh
20
21
22
2
i 4 » W Sheetl Sheet2 Sheet3  £J [ m |
Ready ) &

Deselect the “Tab” option and select the “Comma” option.
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~ Home Tnsert Page Layout Formulas Data Review View ®» -7 x
o n 5 > 5 2 Connedions E ( v . - - 5| z i
\ -~ o !
- e 0 Lu i S S renemee | 24 BN = 8] S i
From From From From Other  Exsting  Refresn Z| som | mier Textto Remove  Data  Consolidate Whatlt  Group Lingroup Subtotsl
Actess Web  Ted  Sources- | Connections | All- = E XD Advanced || Columns Duphicates Validation ~ Analysiz + - -
Get External Data Cannections Sort & Fater Data Tools Outine 5
| Al - — ]
o = c | TextImport Wizard - Step 2 of 3 ™ N = = = = s Ii
. — | This screen lets you set the defimiters your dats contains. You can se= haw your text s affectsd in the previen
2 below.
3 Delimiters
a
5 T} Treat consexutive delfimiters as one
s Text quatfer: [=]
7
8
9
50 Data grevew
11 3
12
13 4
14 |
15
16 =
17 '
18
19 cancel | [ <gadk | hext> Enen
20
21
22
23

14 4 » »| Sheetl - Shestd - Sheet3

Click “Next”.

Step 3 of 3 of the Text Import Wizard will appear.

Home nsert Page Layout Formulas Data Review View
3 3 Ly 5 5 sl Connections YYE3 r g - —a . s e |
= e L0 Lis i D=2 2l (3% = = 57,4 e e
From From From From Other nsting Retresn %] sert Fier o Textto Remove Data Consolidate \Whatar Group Ungroup Subtotal
Access Web  Text Sources - | Connections AR - Inik A7 Advanced Duplicastes Vahdation * Analysis = ¢ E
Get Extemasi Dats Connections Sort & Filter Data Tools Outline 5
Al v — |
2 & T -
= = c | TextImport Wizard - Step 3 of 3 i ™ N o P a R s
1 l Ths screen lets you ssiect sach cobumn and s=t the Data Format.
2 Column dat format
3 8 Generd
= ‘Ganeral’ converts numenc values to numbers, date vales to dates, and af
Set remaning values to text.
5 Date: | MDY Advanced.
o Da not import colamn (skp)
7
8
)
» Cata srevew
1 3
12 1 3 L
13 =t corpomrATION -
11 [fE¢ CORDOARTION
jrey coapoRATION
15 260092
16 3 -
= « m '
18 Cancel Back
= o <
20
21 1
22
23
14 ¢ » »]| sheetl - Sheet2 - Sheet3 , v SIS " [

Ready

To maintain the leading zeroes on the FEI# field, highlight the third section and change the “Column data
format” from “General” to “Text” by selecting the “Text” radial button.
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Home insert Page Layout Formulas Data Review View % - = X

i ! n 3 A A 2 Connections pe— ( & Clan ) E-- T wr | wr ]
- o alzl H - i
£ le LD L iy Sl a2V s - - < il i
From from From FromOther  Gxsting  Refresh %l sen | nmer Testto  Remove Data  Consolidse Wnatll | Group Ungroup Subtotal
Access Web  Tet Sources= | Connedions Agv = t Uk 7 Advanced  Cotlumas Duplicstes Vahdation Analysis + * =
Get Extevnal Data Connections Sart & Fltey Dats Took Outline .
- .
. = 7
o c | Text Import Wizard - Step 3 of 3 [ M N o P Q R s
1 I | Tris screen lets you select each colmn and set the Data Format.
2 | Column data format
> | © General
. e ‘Gereral converts mumeric vakies to rumbers, date vakues to dates, and of
® ext remaning uakaes to text.
3 | Rate: | MOY =) | Advenced..,
6 ‘ Do ot rpart coksmn (dip)
7 |
5 |
) |
10 [
1
12 acal aanacalliscaral
13 l ka750.00 -
$330.38
1A €2887.00
15 DRATION R1
16 HARP ELECIRONICS CORPORATIION -
= ES il '
18 | |
Cancel <fack
19 | | J

Click the “Finish” button.

The Import Data dialog box will appear.

on-commercial

Home Insent Page Layout Formulas Data Review

Connedtians St & Fitle Tools Outhie

Import Data ===
Where do you want 1o put the data?
@ Ewstng worksheet:
o

o workshmet

12 [ Properses... | [ ox Cancel |

21
22
23
W 4 b W] Sheetl  Sheet . Sheet3  ¥J L £
Point

817 PN

Click the “OK” button.
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The data will be displayedin Excel.

- Home Inzert Page Layout Formulas Data Renew View w -
\ = s| Connections < e - [ > X S o0y >
o 3 B e R gy s 8RB =32 | A 3 5
" F Entet Refresh = 2 &l Sort Filter z. Test to Remaove Data Consolidate What-Ir Groug Ungroup Subtotal
ce: < snne an- git Lk "7 Advanced || Column: Duplicates Vakdation - Anatysiz - = =
Connections Sort & fiiter Data Toots Outline =
Al - Q@ A B
Al B c D 3 £ G H ! 3 K X [ N o P

1 [207] 2010 130871985 1BM CORPORATION 42750 651003

2 407 2010 130671985 1BM CORPORATION 3330.35 652001

3 407 2010 130871985 IBM CORPORATION 162857 864001

4 |407 2010 131968872 SHARP ELECTRONICS CORPORATION 114.72 614003

5 407 2010 131968872 SHARP ELECTRONICS CORPORATION 1611 614013

6 407 2010 131968872 SHARP ELECTRONICS CORPORATION 5644.12 619001

7 |407 2010 134100476 SMARTPROS LTD 820 614018

£ | 407 2010 160331690 MOORE WALLACE NORTH AMERICA INC 8042 612002

9 | 407 2010 202930767 ELIRE INC 125120 851310

10 | 407 2010 205084389 CHERRYROAD TECHNOLOGIES INC 539173.66 651003

11407 2010 205084389 CHERRYROAD TECHNOLOGIES INC 618438.71 851310

12 | 407 2010 230334400 IKON OFFICE SOLUTIONS 485.52 613002

13 |407 2010 261557956 MAXIMUS CONSULTING SERVICES INC 24000 651003

14 | 407 2010 346565596 ERNST & YOUNG LLP 130000 651003

15 | 407 2010 346565596 ERNST & YOUNG LLP 50 652001

16 | 407 2010 357807784 BRONNER GROUP LLC 43300 651003

17 | 407 2010 357807784 BRONNER GROUP LLC 14142.73 652001

18 | 407 2010 333689825 OVERSIGHT SYSTEMS INC 4500 652600

19 | 407 2010 421484289 DICE CARFER SOLUTIONS INC 459 627004

20 | 407 2010 541599882 DLT SOLUTIONS ILC 156007.5 864001

21 407 2010 562152270 COVENDIS TECHNOLOGIES 226229.3 851310

22 | 407 2010 581125844  GA DEPT OF ADMINISTRATIVE SVCS 6485.75 611004

23 | 407 2010 551125544  GA DEPT OF ADMINISTRATIVE SVCS 686 651050

4 4 » ¥ Sheetl —Sheet2 Sheet3 ¥ [ m

Ready

Updates may be made to the data as deemed appropriate by the agency. Once all updates are made, the
file should then be saved as a csv file for upload to the DOAA submission website for Payments and

Obligations.

NOTE: Ifany of the vendorinformation relates to federal funds, afederalidentifier “FE” will appearin
column G of the file.

View - o X
Save a copy of the document -
1 Hew = i T ey S X Autosum = A
o = Wrap Ti o -
= (2 Eace Workbook [®-| | ZFwnapTet General E B m 5= S A7 &
= it | Save the fie as an Excel Workbook. EE 1w & Center ~ - % 9|8 3 Conditional  Format  Cell Insert Delete Format Sont& Finc &
Qpen == LA e Lzt T 7 X ) Formatting + as Table = Styles ~ - - - 2 Qear - Filter = Select -
Al v = toms & Sty ceiis Eam
= Excel Macro-Enabled Workbook I MOMEY DT yies & ng
H Save 34 save the workbook In the XML-based and D
macro-enabled file format. b — =
= (&S Excel Binary Workbook | 3 E G H [ Il [3 L M N o P
Bl sovens o] B <obe enc wiarkbook in 2 binary e rormat 22750 651003
optimzed for fat loading and saving. 3330.38 652001
A
J:,J e » S‘] Fxcet 97 ma'v:l:mnz P 162857 864001
= ii| save 3 copy of the workbaok that s fully
E compatible with Excel 97-2003. 214,721 619005
A Prepare  * OpenDoc: t Spreadsheet 3611 624013
i nDocument Spre:
i~ -
€zal | Save the workbook in the Open Document 5644.13| 619001
Format. 880 614018
e, POF or XPS 8042 613002
—‘.7.1 Publish a copy of the workbook as = PDF or 125120 851310
Ly Publish > i 539173.66 651003
H W'Mm . 618438.71 851310
; g en the Save As dislog box to select from = ;
] Close all possibie file types. 485.82 613002
! ) 24000 651003
| 23 Excet Options | [ X Exit Excel 130000 651003
157407/ 2010'345565596 'ERNST & YOUNG LLP 50 652001
16 407 2010 357807784 BRONNER GROUP LLC 43300 651003
17 407 2010 357807784 BRONNER GROUP LLC 14143.73 652001
18 407 2010 333689825 OVERSIGHT SYSTEMS INC 4500 652600
19 407 2010 421484389  DICE CAREER SOLUTIONS INC 459 627004
20 407 2010 541599882 DLT SOLUTIONS LLC 156007.5 8564001
21 407 2010 562152270 COVENDIS TECHNOLOGIES 226229.3 851310
22 407 2010581125844 GA DEPT OF ADMINISTRATIVE SVCS 6485.75 511004
23 407 2010 581125844 GA DEPT OF ADMINISTRATIVE SVCS 6846 651050
i4 4 » b| Sheetl - Sheet2  Sheet3 _ 0 | m

Ready
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To save thefile in csv formatand maintain leading zeroes, select the Office Button, the “Save
As” option and “Other Formats”.

The “Save As” dialog box appears.
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el s GAnnmnn A P anaean .
15 407 2010 336555596 ERNST & R Saser Dereoen. -
16 407 2010 257307784 BRONNE File pame:  IER0EY -~
17 407 2010 357807784 BRONNEI Save as type: [Excel Workbook =|
18 407 2010 383689825 OVERSIGH s AN-MURRAY = s
19 207 2010 421434389  DICE CAR] e deiorrsteiach o iodlecidnbo
20 407 2010 541599882 DLT SOLUY e
[] Save Thumbnail
21 407 2010 562152270 COVENDI
22 407 2010 581125844 GADEPTH| o pde Folders Toohr e ot
23 407 2010 581125884 GA DEPT ¥ e
M 4> W Sheetl - Sheet2 - She

Ready

Selectthe desired location for the file to be saved, give the file a new name and select “CSV (Comma
delimited)” as the “Save as type” and click the “Save” button.
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19 407 2010 421434389 DICE CAR Authors: JAN-MURRAY Tags: Add s tag
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21 407 2010 562152270 COVENDI = Hide Folders Tools « Save o Cancel
22 407 2010 581125844 GA DEPT
23 407 2010 581125844 GA DEPT OF ROMIINTSTRATIVE SUCS CEAG 651050
W 4> W Sheetl - Sheetz Shest3 ¥ 1. n
Ready

If an additional message is received regarding the format of the file, click “OK” to proceed with saving the

file.
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2 | 407 2010 130871985 IBM CORPORATION 3330.38 652001
3 407 2010 130871985 IBM CORPORATION 162857 864001
4 407 2010 131968872 SHARP ELECTRONICS CORPORATION 114.72 614003
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Ready
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If an additional message is received about the file format, click “Yes” to proceed with saving the file.
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18 | 407 2010 383689825 OVERSIGHT SYSTEMS INC 4500 653600
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Ready

Thefile is saved and is now ready for upload to the DOAA submission website for Paymentsand

Obligations.
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When exiting out of the CSV file afteryou have saved, you willreceive one more message. Click

NO.

MMicrosaft OFfice Excel

|

! "_h, Do wol weank ko sawe the changes wou made o 'file_narme_xmxse, cswe's

Cancel

27




